
 

 

                              Internal Audit Services 

Ref: 02-19/20 (5) 

 

Internal Audit Memorandum 

 

To: Senior Manager, Collective Bargaining Services 

Cc: Manager, North West Provincial Chamber 

  

From: Senior Manager, Internal Audit  

 

SUBJECT:          Collective Bargaining Services Provincial Chamber Audit Report 

 

We have completed an audit of the North West Provincial Chamber. We reviewed information 

for the period April 1, 2019 – November 15, 2019.  

 

We conducted this audit in accordance with Generally Accepted Auditing Standards and the 

International Standards for the Professional Practice of Internal Auditing. Those standards 

require that we plan and perform the audit to obtain sufficient, appropriate evidence to provide 

a reasonable basis for our findings and conclusions based on our audit objectives. We believe 

that the evidence obtained provides a reasonable basis for our findings and conclusions based 

on our audit objectives.  

 

We extend our appreciation to the personnel of North West Provincial Chamber for their 

assistance and cooperation during the audit.  

 

  

Yours sincerely  

Senior Manager, Internal Audit  

11 December 2019 
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Section A: Executive Summary 
 

1. Introduction  

 

1.1. The North West Provincial Chamber audit was carried out as part of the 2019/20 Internal 

Audit Plan. The audit was carried out in November 2019.  
 

1.2. The audit was conducted to determine the level of compliance with laws and procedures 

governing the Collective Bargaining Services that ensures the achievement of 

performance objectives and the efficiency and effectiveness of operations at Provincial 

Chambers. 

 

1.3. The purpose of this report is to provide management with an audit opinion on our 

assessment of internal controls in place and the level of compliance with these controls.  

 

1.4. The Internal Audit Function provides independent and objective assurance and advisory 

services, designed to add value to and improve the ELRC’s operations. Using a 

systematic and disciplined approach, it helps the ELRC accomplish its objectives by 

evaluating and improving the effectiveness of processes for risk management, control 

and governance. 

 

2. Background 

 

2.1. The ELRC Constitution sets out the guiding purpose and principles of the Provincial 

Chambers. 

 

2.2. The Provincial Chambers deal with matters referred or delegated to that Chamber by 

the Council as well as matters that fall exclusive under its jurisdiction. 

 

2.3. Collective Bargaining Services work is focused primarily on contributing to the Council’s 

vision of a strengthened social contract between government, teacher unions and civil 

society that helps to create a conducive environment for improved quality in teaching 

and learning.  Such is done by promoting collective bargaining at provincial levels to 

ensure the development of effective policies for quality public education in a non-

disruptive environment for teaching and learning. 

 

2.4. To optimise its operations, the Collective Bargaining Services unit has put in place 

Committee Work Procedure manual aiming to achieve efficiency, quality output and 

uniformity performance to ensure achievement of operational targets. 

 

3. Objective and Scope  

 
3.1. The audit objective was to determine whether systems internal control in place are 

effective to ensure: 
 

• Compliance with laws and regulatory requirements, business policies and 

procedures; 

• Effective and efficient use of resources; 
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• Safeguarding of assets; and 

• Reliable and integrity of reporting information and records. 

 

3.2. The scope of the audit focused on: 
 

• The manner in which the Provincial Chamber is operating to ensure that all 

transactions are processed accurately, promptly and with appropriate authority, 

and compliance is maintained always.  

• System of internal control over activities surrounding the operations of the 

Provincial Chamber for the 01 April 2019 to 15 November 2019.  

 

3.3. The scope excluded events and processes leading to the development of the Year 
Planner, the procurement processes, human resources management and finance 
related activities. 
 

3.4. We utilized a risk-based audit approach from planning through testing for the period 01 

April 2019 to 15 November 2019.  

 

3.5. The following risks were considered: 
 

• Failure to comply with laws, regulations, policies, procedures, provisions, 

directives and financial reporting standards governing the ELRC. 

• Failure to meet Annual Performance Plan targets. 

• Parties appointment/ introduction of new people to take part in negotiations that 

lack experience. 

• Failure to keep accurate and up-to-date meeting minutes (ineffective minute 

taking). 

• Failure by Parties to efficiently conclude on matters of mutual interest. 

• Possible labour impasse. 

 

4. Methodology 
 
4.1. We obtained a complete understanding of the operations through document requests, 

interviews, observation and data analysis.   

 
4.2. To determine whether the North West Provincial Chamber internal controls were 

effective, we: 
 

• Evaluated the effectiveness of compliance with the Committee Work Procedure 

by personnel. 

• Turnaround for attendance of meetings by parties as per the approved Year 

Planner 

• Evaluated the effectiveness of compliance with the ELRC Constitution by parties. 

 

5. Analysis of Results 

 
5.1. Negative findings 

 

Finding Name Control Rating 
Classification 

Management Response and Corrective Action Plan 

High rate of meeting 
postponements 

Ineffective Management accepts the finding. 
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Finding Name Control Rating 
Classification 

Management Response and Corrective Action Plan 

A quarterly report is issued to detail the level of 

attendance of meetings by party members to assess 

the quality of attendance.  

In December of each year the draft Year Planner is 

distributed to all parties for inputs. 

In February a special STANCO meeting is held to deal 

with the draft Year Planner with Party Leaders. 

Then in March, the Year Planner is submitted to the 

Chamber for endorsement. 

 
Corrective Action Plan 

 

• The quarterly report detailing meeting 
attendance will be shared with the Chamber to 
correct areas pf poor attendance. 

• Provincial Manager to also share the Internal 
Audit Report in order to address issues raised. 

 

Quality checking of meeting 
minutes and reports is not duly 
performed  

Ineffective Management accepts the finding. 
 

Corrective Action Plan 
 
On an annual basis the newly elected office-bearers 

will be sensitized about the requirements of the 

Constitution and the duties of Chairpersons (induction 

of new members). 

 

Assignment lists not always 
prepared  

Ineffective Management accepts the finding. 
 

Corrective Action Plan 
 
Assignment lists will be implemented as per the CWP, 
all decisions taken that require action will be included. 
 

Administrative duties over 
meeting notice and meeting 
minutes not properly maintained 

Ineffective Management accepts the finding. 
 

Names of participants to meetings are not listed by 
either the minutes/ reports as  

• Some delegates in the meeting are not the 

same as those appearing on the attendance 

register. 

• Some of the delegates attend the meetings as 

substitutes and would sign against names of 

those who are absent. 

 

Corrective Action Plan 

 

• All Party members expected to be in the 

meeting will be listed on the notice and 

attendance register. 

• Minutes will reflect those present and those 

whom apologies were received. 

• Attendees will be requested to sign next to their 

names, those who are substitutes will be 
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Finding Name Control Rating 
Classification 

Management Response and Corrective Action Plan 

instructed to add their names at the bottom of 

the register. 

 

 

6. Audit Opinion 

6.1. Evaluation Opinion: Limited Assurance is awarded, there is inconsistencies in the 

application of internal controls and if left unattended may have unsatisfactory effect on 

reducing the organisation's exposure to risk. 

 

6.2. The internal control framework does not meet minimum acceptable standards overall as 

some key control activities require significant improvement to ensure all risk are 

adequately mitigated. 

 

6.3. We identified opportunities for management to strengthen some of its monitoring 

controls as well as some areas where new monitoring controls could be designed and 

implemented to ensure compliance with the ELRC Constitution and Committee Work 

Procedure guide and enhance the efficient use of resources.  

 

Please refer to the Section B of report for further detail of audit findings and 

recommendations. 

 

In order to assist management in using our reports we categorize our opinions according 

to our assessment of the controls in place and the level of compliance with these controls 
 

 Audit Opinion 

 Full 
assurance  

Full assurance that the system of internal control meets the 
organization’s objectives and controls are consistently applied.  

Significant 
assurance 

Significant assurance that there is a generally sound system of 
control designed to meet the organization’s objectives. However, 
some weaknesses in the design or inconsistent application of 
controls put the achievement of some objectives at some risk. 

 

 

Limited 
assurance 

Limited assurance as weaknesses in the design or inconsistent 
application of controls put the achievement of the organization’s 
objectives at risk in some of the areas reviewed. 

 No 
assurance 

No assurance can be given on the system of internal control as 
weaknesses in the design and/or operation of key control could 
result or have resulted in failure(s) to achieve the organization’s 
objectives in the area(s) reviewed. 

 

7. Acknowledgements 

 

We appreciate the assistance of the staff of North West Provincial Chamber during the 

audit. 

 

8. Final Audit Report Distribution List 

 

Internal audit distributes the Final Audit Report to the following: 
 

• General Secretary; 
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• Senior Managers; 

• Managers / Supervisors; and 

• Audit Committee. 
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1. High rate of meeting postponements 
 

Audit finding rating Control rating classification Risk rating Repeating finding 

 Ineffective High Yes 

 

Criteria 

 
The ELRC Constitution requires the Provincial Chamber to convene meetings for parties to 
deal with matters referred or delegated to that Provincial Chamber by the Council, as well as 
matters that fall exclusively under its jurisdiction. 
 
The Committee Work Procedure requires that the meeting postponements must be requested 
in writing and consulted with all parties and Provincial Manager must confirm postponements. 

 
Observation 

 
The following inefficiencies (high rate of meeting postponements) were noted: 
 

1.1. In terms of the Year Planner, 13 meetings were planned between the period April and 
October. However, 7 (54%) were postponed, and 6 (46%) were convened. 
 

1.2. Furthermore, the rate of meetings postponement is not limited to scheduled meetings, 
but also for special meetings, as well as of the rescheduling of already postponed 
meetings.  

 
Root Cause 
 

• Parties do not send reports on time. 

• Competing departmental programs. 
 

Risk/Consequence 
 

• There is an increased likelihood that the Chamber will not achieve its set performance 
targets. 

• Meeting postponements has financial implications (if postponed in the last hour) due to 
planning (travel, venue and catering cost) that would have been incurred. 

• Internal resources (meeting preparation in terms of time and personnel) get wasted. 

• Continuous postponement of planned meetings is an indication of lack of commitment 
in executing assigned responsibilities. 
 

Recommendation(s) – Priority 1 

• Parties should ensure that their planner is aligned with their yearly schedules/plan.  

• Last minute meeting postponements should by all means be mitigated to the lowest 
possible accepted level. 

• Parties should put more effort (working towards achieving a common goal) in attending 
meetings to augment the high levels of postponements.  

• Intervention should be sought from the executive committee since they represent parties 
in the governance structures.  

 

Management Response 

Management accepts the finding. 
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A quarterly report is issued to detail the level of attendance of meetings by party members to 

assess the quality of attendance.  

In December of each year the draft Year Planner is distributed to all parties for inputs. 

In February a special STANCO meeting is held to deal with the draft Year Planner with Party 

Leaders. 

Then in March, the Year Planner is submitted to the Chamber for endorsement. 

 
Corrective Action Plan 

• The quarterly report detailing meeting attendance will be shared with the Chamber to 
correct areas pf poor attendance. 

• Provincial Manager to also share the Internal Audit Report in order to address issues 
raised. 

 
Responsible Official 

Manager, North West Provincial Chamber 
Senior Manager, Collective Bargaining Services 
 
Agreed Action Date 

31 March 2020 

 

Auditor’s Conclusion 

 

Internal Audit notes management corrective action plan and will follow up in the next quarter. 
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2. Quality checking of meeting minutes and reports is duly performed  
 

Audit finding rating Control rating classification Risk rating Repeating finding 

 Ineffective Medium Yes 

 

Criteria 

 
Section 6 of the Committee Work Procedure requires that: 
 

6.2.1. The draft minutes/report to be presented to the Chairperson of the meeting seven (7) 
working days after the meeting for checking. 
 

6.2.2. Managers should motivate within three working days to Senior Manager in writing, the 
reasons for anticipated delays, and document should be filed and made retrievable so 
that transactions can be verified should the need arise later. 

 

6.2.3. If multiple meetings are convened on the same day or in succession, the draft minutes 
will be presented to the Chairperson of the meeting ten (10) working days after the 
meeting for checking. 

 

Observation 

 

2.1. We obtained a confirmation in writing (letter dated 31st October 2019 from North West 

Provincial Manager), that the Chairperson decline to sign the declaration of meeting 

quality control, citing reasons of legal implications since they are not an ELRC employee. 

 

2.2. We noted that in some cases both the Chairperson and the Deputy Chairperson would 

not be in attendance. The following are examples of such cases: 

 

2.3. Furthermore, it was brought to our attention by Senior Manager that the refusal to sign 

documents as quality reviewer by the delegated officials has been brought to his 

attention, however, it’s not within their control and will remain a non-compliance issue. 

 
Root Cause 
 
Chairpersons are reluctant to sign the Declaration Form as proof of quality checking of 
minutes. 

 
Risk/Consequence 
 

• Non-compliance with the Committee Work Procedure. 

• The likelihood of meeting minutes containing errors is high due to them being adopted 
without quality checking.  
 

Recommendation(s) – Priority 1 

 

Management should consider amending this provision on the Committee Work Procedure and 

limit it to the Senior Manager being responsible for quality checking minutes and reports (for 

audio recorded meetings).  

 

Management Response 

Management accepts the finding. 
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Corrective Action Plan 

 

On an annual basis the newly elected office-bearers will be sensitized about the requirements 

of the Constitution and the duties of Chairpersons (induction of new members). 

 
Responsible Official 

Manager, North West Provincial Chamber 
Senior Manager, Collective Bargaining Services 
 
Agreed Action Date 

31 March 2020 

 
Auditor’s Conclusion 

 

Internal Audit notes management corrective action plan and will follow up in the next quarter. 
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3. Assignment lists not always prepared 

 
Audit finding rating Control rating classification Risk rating Repeating finding 

 Ineffective Medium Yes 

 

Criteria 

 
The Committee Work Procedure requires that: 
 

6.1.1. By the seventh (7) working day after the meeting, an Assignment List must be prepared 
by the Provincial Manager on the actions that emanated from the meeting and 
submitted to the Chairperson of the meeting for signing. 

 
Observation 

 
We noted that meeting assignment lists are not always prepared. The following is a list of 
meetings without assignment lists: 

 

No. Meeting Name Meeting Date 

1 Special Chamber 21/06/2019 

2 Special Chamber 11/07/2019 

3 Special Chamber 12/09/2019 

4 STANCO 18/09/2019 

5 MTEF 03/06/2019 

 
Root Cause 
 
Assignment lists are not prepared as the decisions taken during the meetings were that of a 
procedural and administrative nature. 

 
Risk/Consequence 
 

• Non-compliance with the Committee Work Procedure. 

• Adverse impact on tracking of assigned tasks to monitor timely completion. 

• Key decisions requiring prompt action may not be implemented or if implemented then 
not on time. 
 

Recommendation(s) – Priority 1 

 

• Manager should compile the assignment list for all meetings in line with the Committee 

Work Procedure. This will enable him to lay out everything that needs to accomplish and 

plan and prioritize after meetings. Furthermore, the list will serve as an aiding tool to 

remember tasks and create a plan of action to accomplish them. 

• Senior Manager should enforce compliance with official guidelines and deal with poor 

performance in terms of the human resource procedure. 

 

Management Response 

 
Management agrees with audit findings. 
 

Corrective Action Plan 

Assignment lists will be implemented as per the CWP, all decisions taken that require action 
will be included. 
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Responsible Official 

Manager, North West Provincial Chamber 
Senior Manager, Collective Bargaining Services 
 
Agreed Action Date 

Immediately 

 

Auditor’s Conclusion 

 

Internal Audit notes management corrective action plan and will follow up in the next quarter. 
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4. Administrative duties over meeting notice and meeting minutes not 
properly maintained 
 

Audit finding rating Control rating classification Risk rating Repeating finding 

 Ineffective Low Yes 

 

Criteria 

 
Annexures 7 and 8 of the Committee Work Procedure depicts the standard template used for 
the drafting of meetings minutes and reports, which details the names of members attended 
the meeting and those who tendered apologies. 
 
The Committee Work Procedures makes provision for meeting preparations in terms of 
agendas and notices: 
 

4.3.2. The Provincial Manager prepares the notice and addressed to all committee members 
and parties (example of notice of meeting – Annexure 4). 
 

4.3.3. The Provincial Manager must ensure that the following information on the notice is 
correct: 

 

4.3.3.1. Name of delegates, 
4.3.3.2. Email address, fax/telephone numbers, 
4.3.3.3. Details of meeting such as date, time, venue, etc., 
4.3.3.4. Day of the week correlates with the date. 

 

Observation 

 
The following anomalies were noted: 
 

4.1. The meeting minutes and reports does not detail the names of attendees. 
 

4.2. Instances where delegates are only identified as per the organization they belong to, 
such as SADTU or CTU-ATU, however, where there are multiple delegates this is not 
clarified. 

 

4.3. The practice is that, when it comes to issuing meetings notice, the notice is only 
addressed to the superintended general, the provincial secretaries, the chairperson and 
deputy chairperson. The names of the other attendees are excluded on the notice. 

 

Root Cause 

• Names of delegates not included on the notices as the list submitted on an annual basis 
by Parties is not updated. 
 

Risk/Consequence 
 

• Non-compliance with the Committee Work Procedure. 

• Planning for the meeting logistics might be compromised. 

• Reconciling all meeting supporting documents for payment purposes might be a 
challenge due to the inconsistencies between the invite and attendance register. 
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Recommendation(s) – Priority 1 

• All minutes should record those attendees present, and whether any were not present 

for the whole meeting, together with apologies from members unable to attend. The list 

of members present should demonstrate that there was a quorum.  

• The names of meeting attendees should be clearly stated on the minutes.  

• Compliance with the Committee Work Procedure should be enforced at all time. Where 

it is feasible to comply, then such should be formally communicated with valid reasons 

and approved accordingly. 

• Attendance register of previous meetings should be used as a baseline for planning of 

meetings. 

• Induction of parties on standard operating procedures of Collective Bargaining Services. 

 

Management Response 

Management accepts the finding. 

 
Names of participants to meetings are not listed by either the minutes/ reports as  

• Some delegates in the meeting are not the same as those appearing on the attendance 

register. 

• Some of the delegates attend the meetings as substitutes and would sign against names 

of those who are absent. 

 

Corrective Action Plan 

 

• All Party members expected to be in the meting will be listed on the notice and 

attendance register. 

• Minutes will reflect those present and those whom apologies were received. 

• Attendees will be requested to sign next to their names, those who are substitutes will 

be instructed to add their names at the bottom of the register. 

 
Responsible Official 

Manager, North West Provincial Chamber 
Senior Manager, Collective Bargaining Services 
 
Agreed Action Date 

31 March 2020 

 

Auditor’s Conclusion 

 

Internal Audit notes management corrective action plan and will follow up in the next quarter. 
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Appendix 1 – Definitions of Ratings 

 

Recommendations 
 

We categorise our recommendations according to their level of priority 

Priority 1 Major issues for the attention of senior management 

Priority 2 Other recommendations for local management action 

Priority 3 Minor matters 

 

Control Rating 
 

The rating scale was used to rate the adequacy and the effectiveness of the controls tested: 

Control effectiveness rating classification 

Inadequate control Laid down accounting and internal control procedures were either inadequate or 
non-existent. This may indicate a residual risk exposure 

Ineffective control Employees were performing their duties ineffectively based on the results of tests 
performed, on a sample basis, for the period under review. This may indicate a lack 
of performance in order to achieve objectives. 

Room for improvement in 
control 

Employees were performing their duties however room for improvement was 
identified based on the results of tests performed, on a sample basis, for the period 
under review. This may indicate room for improvement of performance in order to 
achieve objectives. 

 

Audit Finding Rating 
 

The table below indicates the way individual findings were rated: 

Audit finding rating classification 

 Critical  
Pervasive weaknesses in control environment and/or instances of non-
compliance with internal controls 

 Significant  
Significant weakness in control environment and/or instances of non-
compliance with internal controls 

 Less Significant  
Isolated areas of weakness in control environment and/or instances of non-
compliance with internal controls identified 

 
Housekeeping  

No significant weaknesses in control environment or significant instances of 
non-compliance with internal controls identified 

 

Deficiency Risk Rating in Relation to Audit Finding 

Audit finding risk rating 

High risk As this is a high priority issue, immediately management attention is required. This is a 
serious internal control or risk management issue that if not mitigated, may, with a high 
degree of certainty, lead to: 

 Substantial losses, possibly in conjunction with other weaknesses in the control framework 
or the organisation or process being audited. 

 Serious violation of corporate strategies, policies, or values. 

 Serious reputation damage, such as negative publicity in national media. 

 Significant adverse regulatory impact, such as loss of operating licenses or material fines. 

Medium risk As this is a medium-priority issue, timely management attention is warranted. This is an 
internal control or risk management issue that could lead to: 

 Financial losses. 

 Loss of controls within the organisation or process being audited. 

 Reputation damage such as negative publicity in local or regional media. 

 Adverse regulatory impact, such public sanctions or immaterial fines. 

Low risk As this is a low priority issue, routine management attention is warranted. This is an internal 
control or risk management issue, the solution to which may lead to improvement in the 
quality and/or efficiency of the organisational entity or process being audited. Risks are 
limited. 

 


